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Business Procedures for Paying a
Direct Invoice

* A Direct Invoice is one that has no link to a purchase
order in the AASIS system.

» Direct Invoices should be parked by the AP Specialist role
using transactions FB60 or FB10.

« Parking only puts the Direct Invoice puts it into the
system, but does not yet commit to payment by posting.

» Parking as complete commits budget for the invoice
amount.

« Parked invoices can later be posted by another user with

the AP Supervision or Disbursement Officer role using
FBVO.

AASIS Support Center
August 2004
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DIRECT INVOICING

A. Parking a Direct Invoice
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Document  Edit Zoto wtras  Seltings  Enwironment System  Help

< CE@ SHE DHa8 FEE @
Enter Vendor Invoice: Company Code ARK

,% Tree on Company Coda r':\}} Hald Iﬁ Simulate Fank 59-’ Editing options

Transactn Imvaice ] Bal. EETE] X

|[41[»]

Basic data kF’ayment kDetaiIs kT.ax kNl:ltES |

Yendar E}Sp.GIL
Irvaice date 1200212003 Referance

Posting [ate 1210312003

Croz=-CC no.

Amount usD |:| Calculate tax
Tax amaount El
Tt

Company Code ARK State of Adanszas Little Rodk

Lot Ha.

Step 1. Enter the Vendor Number.

On the basic data tab. place the cursor in the Vendor box and hit
the drop-down icon [# to search for the vendor number.

. A
[CURIRIEIEESERIEERE [~]
| [» | FBEO sapedv INS
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Aecount or Matcheode forthe Next Line ltem (1)

Yendors [General] k Yendarz by Country/Company Code | h |I| EI
Search termn
Poztal Code
o Type part of the name, surrounded by
Name “Tonys e asterisks. Click the green check.
Yendor
b airnumn no. of hits S00
AR I
Aecount or Matchoode forthe Mext Line Item (13 1 Entry found
@ Yendors [General] k Yendors by Countiy/Company Code k Yendors by | b |I| IEI E
[ W

A EIE =R
mr
SearchTe... | Postal Co... | City MName 1 “endor

WEND TEE01 TEXARKANA TONY'S MOTORCYCLE REPAIR 100062927

Double click the vendor or click once and
click the green check. The vendor number
will be filled into the transaction.

AASIS Support Center
August 2004



An AASIS Training Guide Accounts Payable Basics

Document  Edit Zoto wtras  Seltings  Enwironment System  Help

& B A E@ SR Do EHE @

Enter Vendor Invoice: Company Code ARK
,% Tree on Company Code r':\}} Hald Iﬁ Simulate Fark 59-’ Editing optians

Tranzactn I e =l Bal. G.G64 oD IE'
Basic data k Fayment k [Petails k Tax k Motez | I;‘

Wendaor 100063127 Sp.&iL

Imvaice date 12fa2i2003 Reference STR34E

Posting [ate 1210312003

Croz=-CC no.

Amount usD DEaIculate tax

Tax amaount El

Text

Company Code ARK State of Adanszas Little Rodk

Lot Ha.

O MHems( No entry variant selected )
”E:F‘\. |G.I'| arrt |F§hnrf+me+ |r:u'n Iﬂumnlln+in dar rnrr |I"!n-d rantar |F||n|'| |FI|| |T.=n<' rnda |Tmc+ |I_Ir|'h="‘m|

Step 2. Enter the invoice date.

The invoice date will be the baseline date that AASIS uses to
calculate payment date. For example, an invoice specified as NT15

will be paid 15 days after the invoice date.
2-8
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Document  Edit Zoto wtras  Seltings  Enwironment System  Help

JH @@ EEER 0L BE @

Enter Vendor Invoice: Company Code ARK
,% Tree on Company Code r':\}} Hald Iﬁ Simulate Fark 59-’ Editing optians

Tranzactn I e =l Bal. o. o0 oD IE'
Basic data k Fayment k [Petails k Tax k Motez | I;‘
Wendaor 100063127 Sp.&iL
Imvaice date 12fa2i2003 Reference STR34E
Posting [ate 1210312003
Croz=-CC no.
Amount usD |:| Calculate tax
Tax amaount El
Tt
Company Code ARK State of Adanszas Little Rodk
Lot Ha.
| O MHems( No entry variant selected ) _‘

Step 3. Enter the feferencé num'ber.

It is recommended that the vendor’s invoice number be used as a
reference number because AASIS checks that field for duplicate
invoices.

AASIS Support Center
August 2004
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Document  Edit  Soto Ewtras  Settings Enwironment 5

ysterm  Help
DA H @@ SR athoan BE @M
Enter Vendor Invoice: Company Code ARK

,% Tree on Company Coda r':\}} Hald Iﬁ Simulate l!{ Fank 59-’ Editing options

Transactn I e ] Bal. 575.849- IE'
Basic data k Fayment k [Petails k Tax k Motez | I;‘
Wendaor
Wendar 106069127 Sp.GiL Address
Imvaice date 12/02{2003 Reference 578946 TONY'S MOTORCYCLE REPAIR
Fosting [rate 12/83/2003 20207 FTH 5T
Cross-CC no. TEXARKAMA TX 75501
Amount 373,83 usD Ealculate tax USA
F1 (Accounts Pavable 5. E =
Tt hotorcycle Repairs @
Baseline date Bank account
Company Code ARK State of Atkansas Little Rock Mot awvailable
Lot Ha. in
O MHems( No entry variant selected )
|§r5... il acct Short text Cuiz Amount in dac.curr.  |Cost center [Fund Bu... |Tax code |Text Drddﬁl
| Debit P
| Debit P
|| Debit & - @

Ste_p 4. Enter the invoice amount.

This should be the total amount of the invoice including tax.
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Locument  Edit  Zoto

«tras  Settings

Environment

System  Help
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JH @@ EEER 0L BE @

Enter Vendor Invoice: Company Code ARK
,% Tree on Company Code r':\}} Hald Iﬁ Simulate Fark 59-’ Editing optians

Transactn

I e ]

Basic data kF’ayment kDetaiIs kT.ax kNl:ltES |

Wandaor

Inwaice date
Fosting Date
Cross-CC no.

Amount

Tt

Baseline date
Company Code
Lot Ha.

10G6EI127 Sp.GiL
1200212003 Referance
121032003

575.89 uso

STE94E

Calculate tax

F1 (Accounts Pavable 5. E

hotorcycle Repairs

ARK State of Atkansas Little Rock

[@

|[41[»]

Bal. 575.849.-
Wendar
Address

TONY'S MOTORCYCLE REPAIR
20207 FTH 5T

TEXARKANA TX 75501

USA

Bank aceount

Mot awvailable

| O MHems( No entry variant selected )

rp—

_|

Stép 5. Select calculate tax and the appropriate tax coae.

The tax code options are PO for a tax exempt item, P1 for an item
with sales tax and U1 for an item ordered from an out of state vendor
that does not collect Arkansas sales tax. Note: An invoice can only
have one tax code per entry.

AASIS Support Center
August 2004
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Document  Edit  Gote  Extras

Enter Vendor Invoice: Company Code ARK

,% Tree on Company Coda r':\}} Hald Iﬁ Simulate l!{ Fank 59-’ Editing options

Transactn I e ] Bal. 575.849- IE'
Basic data k Fayment k [Petails k Tax k Motez | I;‘
Wendaor
Wendar 106069127 Sp.GiL Address
Imvaice date 12/02{2003 Reference 578946 TONY'S MOTORCYCLE REPAIR
Fosting [rate 12/83/2003 20207 FTH 5T
Cross-CC no. TEXARKAMA TX 75501
Amount 373,83 usD Ealculate tax USA
F1 (Accounts Pavable 5. E =
Tt hotorcycle Repairs @
Baseline date Bank account
Company Code ARK State of Atkansas Little Rock Mot awvailable
Lot Ha. in
O MHems( No entry variant selected )
|§r5... il acct Short text Cuiz Amount in dac.curr.  |Cost center [Fund Bu... |Tax code |Text Drddﬁ
Debit{E P
| | Debit & » =

S_tep 6. Enter text.

You may enter any text (up to 50 characters) that you wish to have
appear on the remittance in the text field.

AASIS Support Center
August 2004
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Locument Edit Zoto Ewxtras

Enter Vendor Invoice: Company Code ARK

,% Tree on Company Coda r':\}} Hald Iﬁ Simulate l!{ Fank 59-’ Editing options

Transactn I e ] Bal. 575.849- IE'
Basic data k Fayment k [Petails k Tax k Motez | I;‘
Wendaor
Wendar 106069127 Sp.GiL Address
Imvaice date 12/02{2003 Reference 578946 TONY'S MOTORCYCLE REPAIR
Fosting [rate 12/83/2003 20207 FTH 5T
Cross-CC no. TEXARKAMA TX 75501
Amount 373,83 usD Ealculate tax USA
F1 (Accounts Pavable 5. E =
Tt hotoreycle Repairs
Baseline date Bank account
Company Code ARK State of Atkansas Little Rock Mot awvailable
Lot Ha. in
O MHems( No entry variant selected )
|§r5... il acct Short text Cuiz Amount in dac.curr.  |Cost center [Fund Bu... |Tax code |Text Drddﬁl
| ] =) Debit 2 P
| Debit P
|| Debit & - @

Ste_p 7. Enter the GL account.

Search for the GL account by clicking the drop down icon. €
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/L account description in company code k G/L account Wit"'“l EEI Choose the tab Iabeled “G/L
6L long tew — account description in chart
LanguegeKey (S8 en of accounts.” Type as much

Company Code D ARK

of the description as you
know, followed by an
Masimum no.of its 500 asterisk. Click the green
check.

/L account

RAtal: 1k

General Ledger Account (1) & Entries Found

@ G/L account description in company code k G/l account ... | h |I| El

Choose the appropriate | =
code (expense codes v 8| 0|52 0@ || Efaster recods |I] & |
liongima  cocalensea |

Lang tesxt * Cocd| GiL Aot

always Start Wlth 5) and Accrued Repairing & Senvicing ARK 5030024000

double CIiCk Or green .l':".l.l‘t.l:l |:l:l||i5il.:ll'| Repair - AR 5030043000

Major Repairs and Remodeling ARK 5120005000

CheCk to f||| N the MER CO SETTLEMENTS REPAIR AND SERVICE ARK 5033229059

. Other Repairing & Senicing Expense ARK 5030043000

number In the Telephone System Repair & Senvicing ARK 5030009000
transaction.
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Document  Edit  Gote  Extras

Enter Vendor Invoice: Company Code ARK

,% Tree on Company Coda r':\}} Hald Iﬁ Simulate l!{ Fank 59-’ Editing options

Transactn I e ] Bal. 575.849-
Basic data k Fayment k [Petails k Tax k Motez |
Wendaor
Wendar 106069127 Sp.GiL Address
Imvaice date 12/02{2003 Reference 578946 TONY'S MOTORCYCLE REPAIR
Fosting [rate 12/83/2003 20207 FTH 5T
Cross-CC no. TEXARKAMA TX 75501
Amount 373,83 usD Ealculate tax USA
F1 (Accounts Pavable 5. E =
Tt hotoreycle Repairs
Baseline date Bank account
Company Code ARK State of Atkansas Little Rock Mot awvailable
Lot Ha. in
O MHems( No entry variant selected )
|§r5 AL acct Short text Cuiz Amount in dac.curr.  |Cost center [Fund Bu... |Tax code |Text Drddﬁ
SA30018000 Debit {E 575.89/361750] =it F1
| | Debit Z) ' >
= norar B [a]

Step 8. Enter the transaction amount.

The amount to be paid from the GL account and cost center
combination should be entered here.

AASIS Support Center
August 2004
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Document  Edit  Zoto Ewxtraz  Settings Enwironment

2 dH@eae D E S aTman BFEE G

Enter Vendor Invoice: Company Code ARK

,% Tree on Company Coda r':\}} Hald Iﬁ Simulate l!{ Fank 59-’ Editing options

Transactn I e ] Bal. 575.849- IE'
Basic data k Fayment k [Petails k Tax k Motez | I;‘
Wendaor
Wendar 106069127 Sp.GiL Address
Imvaice date 12/02{2003 Reference 578946 TONY'S MOTORCYCLE REPAIR
Fosting [rate 12/83/2003 20207 FTH 5T
Cross-CC no. TEXARKAMA TX 75501
Amount 373,83 usD Ealculate tax USA
F1 (Accounts Pavable 5. E =
Tt hotoreycle Repairs
Baseline date Bank account
Company Code ARK State of Atkansas Little Rock Mot awvailable
Lot Ha. in
O MHems( No entry variant selected )
|E;S il acct Short text Cuiz Amount in dac.curr.  |Cost center [Fund Bu... |Tax code |Text Drddﬁl
| SA30018000 Debit {E 575.89/361750] = F1
| Debit P
] Debit & - @
I
 Step 8. Enter the cost center.

[
Type in the cost center the amount is being paid from.
2-16

AASIS Support Center
August 2004



An AASIS Training Guide Accounts Payable Basics

Document  Edit  Goto wxtraz  Settings  Enwvironment System  Help
& B H Q@@ B EHE Do EE @
Enter Vendor Invoice: Company Code ARK

,% Tree on Company Coda r':\}} Hald Iﬁ Simulate l!{ Fank 59-’ Editing options

Transactn I e ] Bal. 575.849-
Basic data k Faymen @ ax k Motez |
Wendar

|[41[»]

Wendor 1063127 Sp.GIL Address
Imoice date 1210212003 Referance 578945 TONY'S MOTORCYCLE REPAIR
Posting [ate 1210312003 20207 FTH 5T
Crozs=CC no. TEXARKANA TX 75501
Amount 373,83 usD Ealculate tax USA
F1 (Accounts Pavable 5. E
Tt hotoreycle Repairs
Baseline date Bank account
Company Code ARK State of Atkansas Little Rock Mot awvailable
Lot Ha. in

O MHems( No entry variant selected )

|E;S il acct Short text Cuiz Amount in dac.curr.  |Cost center [Fund Bu... |Tax code |Text Drddﬁl
| SA30018000 Debit {E 575.89/361750] = F1
|| Debiit P
I M-k ¥} m

If needed, enter more G/L accounts and cost centers on the additional
lines. The total dollars entered should equal the amount at the top of
the screen. When the entries are complete, click the Details tab.

2-17
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Document  Edit  Zoto Ewxtraz  Settings Enwironment

2 dH@eae D E S aTman BFEE G

Enter Vendor Invoice: Company Code ARK

,% Tree on Company Coda r':\}} Hald Iﬁ Simulate l!{ Fank 59-’ Editing options

Transactn Imvaice ] Bal. EETE] G

|[41[»]

Basic data k Fayment  Details k Tax k Withhomin...h. B0 LE

Wendaor
GIL 211606816064 Wandor AP Address
Azzign. 5?8@4&' TONY'S MOTORCYCLE REPAIR
Header t=t 20207 FTH 5T
Bus. Area LT Tr.part.BA TEXARKAMA TX 75501
Refkeay 3 USA
Flg lewel op Flan. day 1201712003 =
Funec. Area

Bank aceount

Mot awvailable

EmE

[T

0| [ «][*]

1 Hems( No entry variant selected
|§r5... il acct Short text Cuiz Amount in dac.curr.  |Cost center [Fund Bu... |Tax code |Text Drd-e"ﬂl
| SGBHB*IEEBG DOth Repair .Debit El 575.89 [361750 MWHGA GG 6596 (P1

_Step 9. Enter the business area.

This is a required field.
| [>|FE|E:|:| sapedv NS o

2-18
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Document  Edit Zoto wtras  Seltings  Enwironment System  Help

JH @@ EEER 0L BE @

Enter Vendor Invoice: Company Code ARK
,% Tree on Company Code r':\}} Hald Iﬁ Simulate Fark 59-’ Editing optians

Transactn 0ice cl Bal. o608 DG IE'
Basic data <E Payment Betails [ Tax | withheldin... || [+ E‘
Wendaor
GIL 211606816064 Wendar AP Address
Azzign. 5?8@4&' TONY'S MOTORCYCLE REPAIR
Header t=t 20207 FTH 5T
Bus. Area LT Tr.part.BA TEXARKAMA TX 75501
Refkeay 3 USA
Flg lewel op Flan. day 1201712003
Funec. Area

Bank aceount

Mot awvailable

ain <[]
Step 10. Enter the assignment.

This is an optional field. In the assignment field, enter any data that
you want to print on the remittance advice—invoice number is
recommended. Note the functional area box on this screen. It will

default from the cost center. Click on the Payment tab.

2-19

AASIS Support Center
August 2004



An AASIS Training Guide Accounts Payable Basics

Locument  Edit  Goto wtras  Settings  Enwironment System  Help

JH I C@a@ EEE ADLH EE @

Enter Vendor Invoice: Company Code ARK
,Jjga Tree on Company Code 5}2 Hald Iﬁ Simulate Fark gf" Editing eptions

Transactn Invaice =l Bal. Q.08 [ 9.8 %]
Basicdata  Payment | Detailzs | Tax | 'ull'ithh-:lldin...h. IT[T[El

|[«][»]

Weandaor
Baselinelt 1Z2/02/2003 Fmntterms HT15 45 Days Address
Due on 12172002 Days TOMNY'S MOTORCYCLE REFPAIR
Discount usm Crays net 20Z20WMFTTH 5T
Dize.base UsSlr Tobe calcultd Fixed TEXARKAMA Tx 75501
Fmt Method w Pmnt Meth.Sup. Fmnt block Free for payment El LSA
FmntCurrcy
I ref.
Part. bank House bank treas Bank account
Instructns Fayment Ref. Mot available
1 tems [ Ho entry variant selected ) _‘
I I - . e o I. e l~ . I- . = - P [~ ===
Step 11. Enter the payment method.
Enter W for warrant being paid from a treasury account. Enter

C if the invoice is being paid by check from the agency house
bank. Enter A for a direct deposit from treasury into the
vendor’'s account. 2

AASIS Support Center
August 2004
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Document Edit  Zoto  Extras  Settings  Environment System  Help

< CE@ =0 Do EE @
Enter Vendor Invoice: Company Code ARK

,Jjga Tree on Company Code 5}2 Hald Iﬁ Simulate l!{ Famk gf" Editing options

Transactn Invaice =l Bal. Q.08 [ 9.8 %] IE'
Basicdata ~ Pavment k Detailz k Tax k writhhaldin.. . II. B0 E‘
Weandaor
Baselinelt 1Z2/02/2003 Fmntterms HT15 45 Days Address
Due on 12172002 Days TOMNY'S MOTORCYCLE REFPAIR
Discount usm Crays net 20Z20WMFTTH 5T
Dizc.base USD  Ta be calcultd Fixed TEXARKANA Tx 75501
Fmt Method w Pmnt Meth.Sup. Fmnt block Free for payment El LSA
FmntCurrcy =
I ref,
Fart. bank House bank treas Bank aceount
Instructns Fayment Ref. Mot available
i
1 Hems( Mo entry variant selected )
|§r5... GAL acct Shaort text |IVC Amount in dac.curr.  |Cost center |Fund Bu.. |Tax code |Text Drddﬁl
% [5830861 8866 |Oth Repair .[0ebit & a73.83 (361750 MWHG1 GG 63960 (F1

Step 12. Enter. f.h.e house bank.

Enter treas if the invoice is being paid from a treasury account.

Enter your AASIS house bank if the invoice is being paid from an
agency cash account.

AASIS Support Center
August 2004
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Locument  Edit

Gote  Extras

Settings  Enwironment

Accounts Payable Basics

JH I C@a@ EEE ADLH EE @

Enter Vendor Invoice: Company Code ARK

,Jjga Tree on Company Code 5}2 Hald Iﬁ Simulate

] Fam 47 Edi

Terms of Payment

L]}

FTrm |Explanation
Transactn Invoice =l E
: Haad (Fayable immediately Due net
Basic data Payment k Detailz k Tax k 'ull'ithh-:lldin...h. B0 A6 |Payable in % partial amounts
) - 1 instaliment: 20,0800 % with payment term @001
| 2 instalIlment: 40.000 % with payment term G001
BaszelineDt 12!82/2680% Pmntterms HT45 415 Days 2 dnztallment: 28.800 & with payment term G001
WTA6 [Fayable upon receipt
[Lue an 120171 2eas Lays NT33 |Het Due in 3 Daus
. WTAS |Het Due in 5 Days
Discount usm Crays net WTB7 [Het Due in 7 Days
Dise.baze USD  Tobe caleultd  Fixed BIRIE | =t e i B Day=
= HT15 [Het due in 15 days
Fmt hiethod w Pmnt bWeth.Sup. Pmnt bladk Free far payment = HTZ6 [Het due dn 20 days
HT45 [Met due in 45 days
FmntCurrcy WTEB [Het due in B8 days
I ref,
Fart. bank House bank treas
Instructns Fayment Ref.
1 Hems( Mo entry variant selected ) o [H] i
|EHS iwL acct Short text Lz Amount in dac.curr.  |Cost center [Fund BO... [T J% Gode | [ BxL Ta
| l?lSESEMSEBE DOth Repair .Debit El 975,89 [361750 MWHG1BG EEEN |_|

Step 13. Check the payment terms.

Change the payment terms as desired. AASIS will pay the vendor
on the date based on the number of days you select from the
baseline date. Click the Withholding tab.

AASIS Support Center
August 2004
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Locument  Edit  Zoto wtras  Settings  Enwironment System  Help

JH @@ EEER 0L BE @

Enter Vendﬂr .'ln'i"rﬂjl:e.' Cﬂmpanf Code ARK rithholding Tax Code (1) 13 Entries Found
Restrictions
,% Tree on Company Coda r':\}} Hald Iﬁ Simulate Fank 59-’ E-:Ii1|_ | =
Tranzactn Irvaice El E #lﬂl[ﬁ]l[ﬁlal@lggHﬁJ
P ayment k Details k Tax  Withholding tax k Nl:-t...l D0 E Country Key: U5

T Description |
Withhaolding tax

00 | Exempt from 1099
ntax base

01 FRents
n.tax exempt . Tax Code @

02  FRoyalties

02  Prizes, awards

Step 14. Check the withholding 04 Faderalncome taxithheld

05  Fishing boat proceeds
taX COde- 08 Medical and health care payments
. . 07  Monemployee compensation
|f the Vendor IS Coded to receijve a 08  Substitute payments (dividendsfinterasty
. . L 08  Payer made direct sales of FS000 or more
1099 and this payment is exempt, Ulo  crop nsurance proceces
change to an exempt code. If the |11 state income taxwithheld

14 Gross Proceeds Paid to Atorneys

code is 00 and the vendor should
receive a 1099 for this document, it
will be necessary to contact the Office
of State Procurement to change the
vendor from 00. One time vendor | [__ 1 Enfes Found
numbers should never be used for

1099 reportable payments.

AASIS Support Center
August 2004
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Document  Edit  Zoto Ewxtraz  Settings Enwironment

rithholding Tax Code (1) 13 Entries Found

Restrictions |

,% Tree on Company Coda r':\}} Hald Iﬁ Simulate

Transactn Inri e v

Fank Edil =
2 et =

oo B4 ()68 & |2 | Da) &
P ayment k Details k Tax  Withholding tax k Hat..| [4fw] Country Key: U5
et Description |
Withhaolding tax
00 | Exempt from 1099
ntax base
01 Rents
n.tax exempt . Tax Code G?@
- 02 Rovalties
032  Prizes, anwards
04  Federal income taxwithheald
05  Fishing boat proceeds
08 Medical and health care payments
07  Monemployee compensation
02  Substitute payments (dividendsfintarest)
L 08  Payer made direct sales of FS000 or more
10  Crop insurance proceeds
1 Hems( No entry variant selected 11 State income tax withheld
|§r5... il acct Short text Cuiz Amount in dac.curr.  |Cost center [Fund 14  Grosz Proceeds Paid to Attorneys
| w“’ SO2A0126800 0th Repair . Debit El 575.89 (381750 MWHA1AE
| Debit
| Debit Z
| Debit

[JD][ S
@I“@EJHII@J@:---I@ [ruEEIRE=N —

13 Entries Found

Step 15. After all required fields are completed, click Simulate to
view your entry.

AASIS Support Center
August 2004
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JH @ ERE 0L BE @

Accounts Payable Basics

Document Overview

gl @ Reset Taxes Fank Complete 'ﬁ E ? E EJ Choosze E Save E @ @ E? ABC

Doc. type @ KR [ Wendor dnvodice ] Mormal document

Ooc. Humber Company code MREK Fizcal year 2004
Doc. date 12i0z2/ 2003 Fosting date 121032003 Feriod T3
Ref. doc. STE946

Doc.currency [1E=11]

Itm |PK [fccount Beocount short text Tx |Busd [Fund Funds Center Cost Ctr Smount [Text
1131 |100a63127 [TOWY'S MOTORCYCLE RE|P4|@53@ 575.89- [Motorcycle Repairs
2|40 |5030018000 [0th Repair Servicing|P1|0590 (MWHG16G | 307 3E1750 575.89

Step 16. Park the Document.

Check the document to make sure it is correct. Click “Complete” to
check and commit budget and park the document OR click “Park” to
park the document without system check or commitment of budget.

NOTE: When choosing “Complete” to park the document, the
document must be posted in the month it was parked. If the
document cannot be posted in the same month, choose “Park”
instead of “Complete”.

AASIS Support Center
August 2004
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If Complete '& Complete  was chosen and there is insufficient budget,
this type of message will be returned:

@ ltermn 002 279 m02:00:02 ADMM payment budget exceeded

You can still park the document, but the budget problem will have to
be addressed before posting can occur. Use the Park icon to park the

document. Bark

@ Document 190005545 ARK was parked

AASIS Support Center
August 2004
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ZF VEND INVOI1

10 Qe DHE D000 BE @®E
SAP Easy Access AASIS MENU

e &l E &2 va
[ Faworites

= 'a SAF standard menu
b [0 Office
B L] Logistics
B 3 Accounting
[ D Human Rezources

[} D Infarmation Systems
[ D Special Tranzactions & Reports (State of Akanzas)

B L] Tools

ZF VEND_ 01 is a report program used to locate parked direct invoices.

2-28
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Er-:- gram Edit El:l {1} System H

ITHIC@® BEE 000 BE @

Accounts Payable Basics

.........

Report program for parked Vendor invoices

& @ 0

PARKED WENDOR INWOICES REPORT

Company code

Business area

Accounting document number
Fizzal wear

Document type

Reference document number
Document status

Document date

Fosting date

Entared by

AASIS Support Center
August 2004

ark

aa3g

kr

cswollman

to

to

]
]
]
to
]
]

to

to

ol

EJ
Enter the Company Code ARK and the business area. Invoices
parked by FB60 are always document type KR. The report can be
further narrowed down by user, document date, or posting date if
known. Execute the report.

|[41[»]
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Report program for parked Vendor invoices

FNa&YTE S A HTHT®I B H

“tear| Doc. Date |F"u:-sting date | Entered date|Enterad Ti Enterad by DocumentMa | Assignment Humber Fef Document Mum |Met Due da [CD1 Due da
2004 12022003 |Document datE|2,ﬂ:|3,r2|:||:|3 1004936 CSWOLLMAN  |10002025283 | 572945 5720465 12M7Fi2002 | 12M7i2003

The report displays a list of parked invoices. Double-click on the

document number to drill down from this report to view the invoices.
(RN | L)

| [>|ZF_UEND_|NW1 sapedv INS
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Document  Edit  Gote  Extras

E Display Parked Vendor Invoice 1000208583 ARK 2004

,% Tree on {/-’ Document éj’ Editing options

Tranzactn Irvaice =l Bal. @00 il IE'
Basic data k Fayment k Lretails k W phef | o k Tax I||I B Ll I;‘
Wendar
Wendar 1AEGE312T Sp.GiL Address
Imwaice date 1210212003 Refarence STE94E TONY'S MOTORCYCLE REPAIR
Fosting [rate 12103/ 2003 2020 FTH ST
DocumentMo 1000208582 TEXARKANA Tx 75501
Amaunt 373,839 {LEA1] w| Calculate tax USA
P1 (Accounts Pavable S..El =
Tt hotorcycle Repairs
Faymt terms 15 Days net Bank aceount
Baseline date 1270272003 Not available
Company Code AR State of Akanzas Litle Rook in
Lot Ma.
1 Hems( No entry variant selected
|EHHG.-’L acct !Sh-:-rttex‘t !D."C !Amnuntin dac.curr. !C-:-st center !Fund !Elu...!Tax code !Tex‘t !Drddﬁ

After double-clicking on the document number, the invoice is
displayed.
I

0 O ][l R =
[ EIRE R N R EE R =] [~]
@ Cracument 10002025332 has initially been partked [ | Fia zapedwv | INS ﬁ
2-31
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AN AASIS TRAINING GUIDE

C. Editing a Parked Direct
Invoice
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Changing a Parked Direct Invoice
Using FBV?2

v |< Hoao CHE oDoa AR @
SAP Easy Access AASIS MENU

EE S B2 s

=7 & SAP menu
¥ Office
B [ Logistics
= & Accounting
= 'ﬁ Financial Accounting
[} @ General Ledger
[» Ea Accounts Receivable
=7 'E Accounts Payable
[} Ea Document entny
= 'E Cocument
FE) FBOZ- Change
I} FBOS - Change line items
I FBOS - Display
@ FBO4 - Display changes
@ FBRA - Reset cleared items=
S ﬁ Fatked documents
) FEWD - Postidelete
@ FuwE0 - PostiDelete: Single Screen Transaction
@ FWE0 - Single Screen Transaction: Change
) FEVS - Display
@ FBW4 - Change header

AASIS Support Center
August 2004
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gl i HICEe CHRE D000 HE

Change Parked Document: Initial Screen

ff vocumentiist Y Editing Options |

key for Paking

Company Code LEK
Doc Mumber |

Fiscal ear 2004

Search for the documents by typing in the Company Code (ARK) and
Fiscal Year and click Document list.

- [ e
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Er-:- gram Edit El:l {1} System H

ITHIC@® BEE 000 BE @

List of Parked Documentis

& @ 0

Company code ARK Lo to E
Lrocument number to
Fiszal year 2004 to

General Selections

Fosting date to
Document date ]
Document type KR to
Referance ]
Document header text to
Entered by CEWOLLMOH to
Buziness area aasa ]

Frocessing Status

Enter releasze to
Complete to

Released ta =
Business area is a required field. All parked FI invoices will be
Document type KR. You may narrow the selection by user name,

reference, date, etc. Execute the report. (E»
| [>|FEn.-2 sapedv INS
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Settings

[
Syste

JH I @@ BERE S0 080 BE @

Change Parked Documents: List

TEE & ¥ Y TR TE S | Goche H

EEf |
oy

5t. |CoCd|DocumentMo|... |Enterad on

“rear|User Tranzaction Code
ARK 1000202588 | KR (12032003 (2004 (C5WOLLMAM [FWSOD

ARK 1000203592 | KR (120402003 (2004 | CSWOLLMAM | FBGO

Select a document to change by clicking on the document number.

@ 2 items displayed

[» | FEZ sapedv INS
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Document  Edit  Goto wxtraz  Settings  Enwvironment System  Help

& BOH @@ SR 8ha8 EHE @ E

E Edit Parked Vendor Invoice 1000208592 ARK 2004

Tree on  [EfE Company Code  [* Simulate [ Save az completed Editing aptions
= aa -

Transactn Irwoice cl Bal. o608 DG IE'
Basic data k Fayment k Lretails k W phef | o k Tax I||I HTE I;‘
Wendaor
Wendor foonasesz E}Sp.GIL Address
Imvaice date 1210472003 Reference 335577 CATDADDYS CATERING
Fosting [rate 12/04/2003 G632 MAHNCHESTER RD
DocumentMo 1006202592 ARKADELPHIA AR 719232
Amount 40,63 usD DEaIculate tax USA
Tax amount 40, 63 F1 (Accounts Pavable 5. E
Text catered catfish dinners
Faymt terms 15 Days net Bank aceount
Baseline date 1210412003 Mot available
Company Code AR State of Akanzas Litle Rook in
Lat Ho.

The document is open for editing. Any box that is not grayed out may
be changed. Save changes to re-park the document, or Save as
completed to re-park the document and commit budget.

| [4[e]L] L«][e] =
[ESRIREIEERWERREREE] Note that the system [~]
| takes you to transaction ———% |rus0 M| sapeav ms
FV60 for editing.
2-37
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DIRECT INVOICING

D. Display and Post a
Parked Direct Invoice
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FBVO

Gl 22000 8ldH 000 CHER D000 IR OH
SAP Easy Access AASIS MENU

GE S| EE 2 (v

2 & Finaneial Accounting
=7 @ Ganeral Ledger
> [ Document Entre
=7 @ Document
e FBOZ -
I FBOS -
e FEOS -
I FEO4-
) FERA-
N 'E Paked Documents
@ FW50 - Post/Delete: Single Screen Transaction
) FEWZ - Changs
@ FW50 - Single Screen Transaction: Change
5 FEWS - Display
@ FBW4 - Change Header
@ FBEWS - Dizplay Changes
F) FEVE - Refuse
[ @ Refarance Documents
[ Crozs-CC Tranzaction
[ @ Rewerse

Change

Change Line Rems
Cisplay

Display Changes

Reset Cleared [tems

[]

FBVO is used both to display and post parked'diregt inv_oices.

- ]

AASIS Support Center
August 2004
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List
Change
Change Header Data

BostiDelete

LDrisplay

Exit Shift+F3

Key for Parking
Company Code ARKE

Lac. Mumber |

Fiscal “rear 2004

Enter the company code (always ARK) and the Fiscal year. Enter the
display mode by clicking Document > Display from the menu.
- e 1 e
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Vi \1 H¢a CHE ODOD BE @
Dispiay Parked Document: initial Screen

E Document list | 47 Editing Options

key for Paking

Company Code LEK
Lac. Number

Fiscal ear 2004

Note that the screen has changed from Post to Display Parked
Document initial screen. Click Document list to search for the
document that you want to post. [ pocumentiist |

I DIETR(1)(511)E| zapetr | INS ﬁ
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List of Parked Documentis

General Selections
Fosting date

|32.'12.'2m34 to

Locument date

Document type KR to
Referance ]
Document header text to
Entered by to

Busziness area

Frocessing Status

Enter releasze
Complete

Released

ETR(13(511) 2| zapetr | INS
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Settings  System H

& || ajld H @@ DR 50080 EE @
Dispiay Parked Documents: List

FERaYIdFITHTHSEw | H

Bl st |sccdcocd|pecumentiia| vear
ARK |ARK | 1000000001 | 2004

Double-click on the document number to display it.

@ 1 items displayed [ | ETR (13(511) zapetr | INS ﬁ
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Document  Edit Zoto wtras  Settings

& JH @@ LR anon BE @ m
Dispiay Parked Document: Overview

Environment System  Help

EE Curran ey E Fast Drata Entry Tax  J3 Document Header

5.?_QFHT?_Qt_[?Etg.E a2i1z2izo04 Type KR Company Codea ARE

FPosting [ate az2i1z2izo04 Feriod o Currency L]

Document Humber 1000000001 Fizcal rear 2004 Translation dte B2f12/2004
Referance 546258 Trading part.BA

Lrac.Header Text Texts exist Met entny

Line items

Itm PK EBush fcct no. Description Ti Amount
01 31 G610 100066134 Grease Monkew 1 T3.89-
a2 49 G610 30360180008 O0th Repair Serwicing P 75.84
b 75.848 L 75.849 Itm 2 oo

| Other line items= |

The document is displayed. It is not possible to change the document
from this screen. Documents with errors will have to be returned to

the Accounts Payable Posting Specialist. When finished viewing,

click the back button g three times to return to the initial screen. .44
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Document

List S EE =R S e 2 R v 2 N
Change

initial Screen

Change Header Data

BastiDelete
Lrisplay

Exit Shift+F3

Key for Parking

Company Code bRk
Doc. Mumber 10GEEaEaE
Fiscal “rear Zo0d

From the menu, select Document > Post/Delete.
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| 000 adHIeee LHE N0 BE @

Post Parked Document: Initial Screen

E Document list | 47 Editing Options

key for Paking
Company Code LEK

Lac. Number 1REAGEEEE
Fiscal ear 2004

The screen is now in the Post mode. Click on [ oocumentist |
Document list.

I DIETR(1)(511)E| zapetr | INS ﬁ
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List of Parked Documentis

1668066801
zan4

olefo

General Selections

Fosting date

ol

Locument date

Document type KR to
Referance ] E
Document header text to
Entered by to
Buziness area ae10 ]

Frocessing Status
Enter releasa to
Complete to

Released to

olole

Narrow the selection as desired and execute.

ETR (135111 &l | zapetr
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alp

1 H

z

CE® CRE D000 HBE @

Post Parked Documents: List

':;‘@ E E ? Q ? @ @ T @ Eﬁ ﬁ | E?:i Ched: fﬁ] Create Bateh Input Falder e i e

Bl st |sccdcocd|pecumentiia| vear
ARK |ARK 1000000004 | 2004

Select the document that you want to post by clicking the gray box
next to the document. The selected document will be highlighted in
yellow. You can select multiple documents by clicking while holding
down the control key. Post by clicking the diskette icon. ]

AASIS Support Center
August 2004
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& ] [ R P e S R S e s e g e 62 L

Log Display
@ &

=l E.I‘E‘I[H]I?Ha IEB BRI EE E R EN D I EC I

. |:.:.|:-:| Dl:u:umenthll:- Year Meszage Text
@ ARK 1000000009 {2009 | Decument 1000000001 was posted in company code ARK

A message will appear, giving the posted document number. Note
that the posted document retains the same number it had when it was
parked.

@ Loocument 1000000009 was posted in company code ARK [» | ETR (11(511) zapetr | [MS ﬁ
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